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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAG EMENT DiViSiON

INSTRUCT]ONS See Publication No. 76~BM=1 for instructions on completing this form. Forward signed ongmai 0
Department of Archives and History, Records Managemant Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Saction. o

FOR AGENCY USE 1. Agency Address “FOR RECORDS MAﬁAGEMENJT_!USE

DEPARTMENT OF ARCHIVES AND HISTORY

Department of Transportat1on
Division of Administration
Office of Audits & Fiscal Procedures

Apphcanon Number

T-327

Apglication Date

Apoplication Numbef 2C ap1 tol squ are Date Recaived Dats Compia:'aa
7 __ Atlanta, Ga. 30334 pUG 19 1978 i 997
2. Parson to Contact Working Title Tele?foEé"W
James L. Bryant Transportation Accounts Executive 656-5247 =

3. Action Requested
3. K] Estabusn Retention Schedule; record will contmue to accumulate.
b. O Dispose of present accumulatmn no further accumulation antlcspated
c. 0O Amend__gohcanon No. Check One: 3 Change:

0O Supercede: [J Void

4. Dates of Series 5. Records Saries Title (fol/lowed by title used in office; if different)
Earliest Latest T .
1971 | Present Audit Report Working Paper File.

6. Division and Office Function ~ What is the function of the Division and the Office in which this record series is created?
Division of Adm1n1strat1on 0ff1ce of Audits and F1sca1 Procedures, Interna] Audit Un1t

performs audits of the different offices and functions within the Department of Trans-
portation and reports findings of such aud1ts to the Commissioner of the Department.

7. Record Series Description This file contains the foHowmg documants (include form numbers and titles, rf any}

Attach samples of the file.

Pocqment_s relating t§= - compi | mg repor'l's of internal auditfs performed by -the DeparTmenT

WOrking‘béﬁers'aﬁd'background materia]néuﬁpoftfngﬁsn'aﬁditiof an

Included afé:
: office or function of the Department of Transportation.

File is arranged: ~chronological ny by ‘fisca_l year; thereunder numerically by work :uniJr.'.

N

8. Monthiy F_i'eferenca Rate "“How often are records referred to which are:

One to six thonthsold 2 __: Saven to twelve months old 2
twenty-five months and older S

; Thirteen to twenty-four months old 4

———— s e o

9. Annunl Hate of:ﬁccumui;ﬁ:on of Records | 1

..; Shelves

Letter-size drawars ; Legal-size drawers

- i Other (specify) |

AR-B80-71;

Rev, 78




= ' " ‘- e

ves | nO 10, Cluemonna:re jP!ace an “X" n rhe Qmper column) _ o - 'fe;*‘_
| a 1s this the official copy of the series? - | i
X If nge, whera igit? . - s ‘ L o . _ M
X b. -Doas tha saries con tsm oonildentlal mformanon requurmg secunty hundlmg? if yes cite Iaw or regu!at:on i .
x ! 6 ls! .{l;ssawtal reoord? - ' T - T -‘ ' ) — R
X L d. Doas thls series have historical or long term resea: chvaiue? L I
| e. When one or two documents in the file make it necessary to keep the entira file for a long peried, EéQT?:Besé 7
— X | . documents be scheduled separately? )
X | £ ls_themformjm_mmmv&m_ﬁhe.d? If_\zgi._mas_mx,____ |
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? o
X If ves,attach cooy., . >
h. Is there a duplication of this series in your office, or in another office or agency? :
X I ves, where? s — - S e
Xt L-h:mas&mi&mgﬂmwmuxmﬂganiuismumienwzQHMum7 - e
X i Dosstha racord seriss re‘;_Jmp_,;-t;;‘f" suler arintout? T S — SRS M —— ,ﬁ.;'_,_ y - ..w ~
11. Rstantion RQQU!IB!T?GHIS o S _ 'rhe fgﬂgw,ng requir::, tba 33! ing tn bﬁ k"pt‘ o : ) et e e e
3. State Law . """."“““.“ i L years, e e dv Aud’t per 10&1 Tt e ‘ T i i ‘.._.-_,A;___..Ylsérs.ﬂ.'
b. Statunte of hr‘:nanon [P RN -2 C e Metawialvirativeeesd. s {-‘;_#;-_,_,‘.? e
c. Federallaw o -—---aw..-M,.L_--yd 15 T - . Federa i Fatention mstru«:ticns ,,_ _Ngary. -
Attach copy or axcert of hw-sor reguia*xons Exp!am admamstrazwe nesd

Federa] A1d H1ghway Program Manua1 - Vo] 1';Chopter 9,'Section'1?_subséc£{9ﬁo1tt_

el =y ...-.pn-u_xv—--—-——z B e U SO V- DS P S e R A R T

—p em At b ¢ LR e 2R ey e o

12 Appmved Dis;uosat;on Inﬂrucﬁons : Th:s agenoy recommaqu that the file Saf'IEJ be cut off at the ond"of each ,
g Ca‘: ~dar Year; Kfz Fiscat Year a Othsr _upnn nomp_'lf:h on__of_ﬁaud;\ trh.—-n

EX }-'oi in the currmt f~ies arep ... ,._m:nth{sl _.__._.,.ZM.-_ year(s} tr an

BX Trursiar 10 h'.u 1 holding araq, ho!d s ..L”,_..,.vear(sl then . . . R
) @(T. df‘S-r:f to :;?a** ‘gt'”'{"n tofd Cﬂﬂ"ﬁr h(ﬂd _J__B_wm_, ,_“_‘ye_;;‘{s‘_ ‘heﬁ o ' .
- BX Dass oy,

g T:arsfﬂrtaStata A. hwes for permanent r&tenunﬁ
13 Qtﬂ-‘.’ {S é’i i : -

'MATNTENANCE INSTRUCTIONS o ' o

Hold two audit files in current f11es unt11 next audit is c0mp1eted then transfer the o]dest
file to local holding area. -There is to be only one audit file stored in the local holding
area. . Whenever an audit file is transferred to the local holding area the audit file present-
ly in the local ho]d1ng area is transferred to the State Records Center for five years. = .. :
After the aud1t fiie 1s stored at the State Records Center for f1ve years 1t is destroyed |

Thesa instructions apply to alt prior and future accumu!ations of the series,

| Agency Headlqosig_r]ge {Sigﬁatqref L _' Date | Records Managément Officer -(Sa'gnéture),

g Rl
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